Chapter - 14
How to Sort Data in MS Excel 2013

TATH A 2013 & FIE 3T &7 91T hd Y
(How to Sort Data in MS Excel 2013)

3T Tic T 3T faRavuT (Data analysis) T Ueh 3ifdea 3797 §1 AT 3iTce=T & gaRT 3T JuTATeT
% (alphabetical order) & TAT &7 foe &t gafeUd FT Thd § TICIT ST TCAqA TR T
3T I g &I F ¢WeT, HST 3R cTaAT el 3R 3H 3T I Tlold H HAGG Il g oif 3T
qEd &| 3T TS IAT THh & 3if8F Ficdd H cFee &l (Ato Z AT Z to A), &I &l (AeH 37 &
oI AT G T3 § o §&N), 3R e AR A g (Welh & A0 AR 78 § @Wer 5) deh Ser
dIE I Tohd gl AT A9 aRT ToA18 35 FecH foke & (S8 & large, medium 3R small) I
T o, Bicc FolX, T HShed J¢ Afed Bide T & Thd gl

3T TFHS 3T T Th PIld IT g PHictd W TIC I Thd gl 3T 39T 31ET &l 3RIET (ascending)
IT RIET (Descending) FF H HIC HT Thd &1

Fiféar & gar (Types of sorting)

ST & HiC A FAY, HIH Ugel Ig T AT Heed ol ¢ b 319 HYOT aahelic A1 Fael dol 3o
W HIC AT 6 o

Sort Sheet 39 g&helic H @ ST HI Teh FHlelH GIRT SAATTIT FAT g1 HIC o] glel W Fedsh
Row H HefOd SITIhRT Tah AT W@ ST §1 o & 1w 3emeor &, Contact Name Hiet# (column
A) T JUTHTAT A H AT TSIRTd A & [T hasg fhar I=T ¢



A B C D

| Customer Contact List

pll CONTACT NAME  BILLING ADDRESS EMAIL ADDRESS

3 | Bell, William | 2201 Treasure Court  206-555-2303  wbell@bishopresearch.com

4 |Dean, Hank | 3034 Foggy Wharf 308-555-1050  hdean@venturebrewing.com

5 |Figgis, Mallory | 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
& |Finn, Jake | 1407 Dusty Fawn Ln  805-555-6435  jake@adventureoutfitters.com

7 IKinkade, Chris | 1028 Quiet Dale Rd ~ 443-555-4942  chris.kinkade@placervilleins.com
g |Lawson, Miranda | 5316 Colonial Pkwy  575-555-9255  mlawson@massairlines.com

g |Reyes, Felicia | 8544 Lazy Bluff Ave  316-555-3256  felicia@everlypublishing.com

10 | Sebastian, Lil QDED Easy Evening Ln  207-555-7225  lil@knopeequestrian.com

11 1 Silva, Vivica | 8595 Thunder Brook  360-555-4289  vivica@rileygardensupply.com
12 | Stark, Katie 9?‘1 Cinder Butterfly St 603-555-2460  katiestark@ariarealestate.com
13 | Torrance, Jill | 3160 Amber Gate Rd  605-555-4495  jtorrance@overlookinn.com

14 | Yuen, Phillip 5108 Crystal Gate Blvd 913-555-5928  yuenp@corepharmaceuticals.com

Sort Range S¢T &I Teh H@ell # ST &I TFY T &, ST g ool dTell AT & WY HH Hd THI
e & TohdT gl R Aoft & T@IE aet ¥ ahefic W 37T wee gHfad =gl g & |

e & F@ic FIF = (How to Sort a Sheet)

§AR 3areXor #, §A Last Name (el C) G@RT dulielshd (alphabetically) # e &-21€ 31T Bl
TE AL

o 3T HicIA H Teh A T IIT HY o0 3T HiE el I &1 AN 30T H, g8 ol C2
FT TIA LT



c2 | j Chen

|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
2:| 105 Christiana Chen Medium Cash

3 105 Melissa White Small Debit Card

4 105 Esther Yaron Small Check

5 135 Anisa MNoser Small Check

& 135 Chantal Weller Medium Cash

7 220-A Juan Flores X-Large _
8 220-B Malik: Eeynolds Small Cash

9 220-B Avery Kelly Medium Debit Card

10 105 Derek MacDonald Large Cash

« R&a 9 Data Tab & TIal &Y, T AT ZHIC a1 & foIv Ascending, aT Z& A FIE Flad
& foIT Descending ®ATE WX [Feleh Y| AR 3GIEI0T H, 8H Ascending H#ATS TR Felh
Y|

ForMULAS | DaTA | REVEW  viEW

[zl Connections ! Y Clear
2 N g

. :=| Properties ) Y- Reapply
Refresh zl Sort Filter
All = [o) Edit Links a Y Advanced
Connections Sort & Filter

. FHdic H gIAT FoH gRT AlE fRAT S| gAR 361607 F, ahele 319 Last Name &
|ie gl

c2 Al 5 Ackerman

A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size

2—| 110 Kris Ackerman Money Order

3 105 Nathan Albee .Medium Check

- 220-B Samantha Bell Medium Check

5 110 Matt Bensaon Medium Maoney Order

& 105 Christiana Chen Medium Cash

7 110 Gabriel DelToro Medium Cash

a8 220-A Brigid Ellison Small Cash

? 220-A Juan Flores X-Large _
10 220-B Tyrese Hanlon X-Large Debit Card



T @ e &»a & (How to Sort a Range)

AR 3CIg0T H, g8 37oI91-31or91 fafdal g 3meer ferw arv et fr gear &1 ai¢ i & fov AR

E-QrE TS BIF H Teh 71T dlfolenT T TTT HidT|

FET|

SRx2C -

Fe Date

[l Homeroom # First Name Last Name
2 110 Kris Ackerman
3 105 Nathan Albee

4 220-B Samantho Bell

5 110 Maott Benson

& 105 Christiana Chen

7 110 Gabriel Del Toro

8 220-A Brigid Ellison

9 220-A Juan Flores

10 220-B Tyrese Hanlon

11

12 Total Orders By Date

K]l Date | Orders

14 | Friday, April 05, 2013 4

15 |Friday, April 12, 2013 7

16 |Friday, April 19, 2013 10

17 |Friday, April 26, 2013 oo 6_
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Refr
Al

38 cell range &1 T93s7 & fS8 319 AIE HET a6 81 §AR 3301 H, g7 cell range A13: B17 &1 =3

T-Shirt Size
Large
Medium
Medium
Medium
Medium
Medium
Smaill
X-Large
#-Large

e R ©T Data Tab & Ida7 &Y, T Sort H#E W Fads |

FORMULAS DATA

REVIEW VIEW

||= [zl Connections Al 7|4 Y_}g Clear
21 T
. 5=| Properties ) ¥ Reapply
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|~ [o) Edit Links 4 Y- Advanced
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Sort sRyeilaT Sfew WIS &IMM| 38 HictH HT ol W 3T FIE HET A6 &1 FAN 3GI0T H, §4 3T A1 8-
AC T T F&IT § AIE AT B &, AT §A TS HT TIT el

My data has headers

4| Add Level || X< Delete Level || [ Copy Level Options...

Column Sort On Cirder

Sort by Values \w| | smallestto Largest v

*

JIfET AET dF HT (IT AT IRIET AT IR | §AR 30T H, g7 TIH Bl T TIH d3 3T FHLdN|
Teh IR JI9 39 39l I & Tdse g oy, df Ok X Fereh |

Options... My data has headers

4] Add Level || < Delete Level || [ Copy Level

Column Sort On Order

Sart by |_| |"u"a|ues | |5mallesttu Largest |

A I A 9T FlrdA GaRT AC fhar Suen| gAR 3ae0r H, 3T Fled &1 e ¥ 3Tadqaq a& |ic fhar
ST



B17

|l Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large

3 105 Mathan Albee Medium
4 220-B Samantho Bell Medium
) 110 Maott Benson Medium
3 105 Christiana Chen Medium
7 110 Gabriel DelToro Medium
8 220-A Brigid Ellison Small

9 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon K-Large
11

12 Total Orders By Date

13 Date Orders

14 | Friday, April 05, 2013

15 |Friday, April 24, 2013

14 |Friday, April 12, 2013 7

E Friday. April 19, 2013 ID!
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